CASE/INCIDENT CREATION FOR ATTORNEY GENERAL

This document will show you step by step instuctions on how to create a new case and a new incident in CARE. It will also show you

how to create a new incident on an existing case in CARE.

Home FindCase My Workspace Case Party Incident Pettion Calendar eFie Admin Profie Help Logout

i

BARE ey General
Attorney
e Select  Licare.
Se et My Cases DB Developir
H':!ﬂf\ag'ea"xgﬁ{‘, IS System IS dediCated to the welfare of Utah's youth
My eFiled
MyeFle\eIBalch <<< See updates to CARE by clicking on "Releases”
eFile New
i) Last program deployment Sunday, June 26, 201,
CARE Icons
UPDATES
Releases
Email HelpDesk

u My Cases - Google Chrome

eFile New Case

New Case

@ https://juvenile.utcourts.gov/demographics/\

User ID training? User Agency Firm

Search Type My Assignments ¥ User Services Attorney General ¥
Search by Range ® LastName Range Begins: A v |Ends: A v Show Next Hearing
Search by Input Case# (Name) First: Last:

DOB Gender District Office Relationships eFile

Select eFile Enter search criteria and click ‘Find’ button.
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ﬂ eFile Batch Case Edit - Google Chrome

8 https://juvenile.utcourts.gov/efiling/EfileBatchCaseEdit?mode=new&areaNote=myCases&sid=

a—
Al fields with (*) are required.
eFile Case ID [NEW] Home District Office * ‘ernal v
First Name * Petunia Street Address * 1052 Pig Street
Middle Name Apt/PO Box/Suite
Last Name * Pig City * \ernal
Date of Birth * 01-01-1954 State * Utah v
Gender * Female v Zip* 84078
Phone * 435-777-7777 County * UINTAH v
Race * White v
Ethnicity * Not Latino/Hispanic ¥
Height (ft. in.) 3 Weight (Ibs.) 250
Select a Document Type you are eFiling.
Document Type * Custody Petition v | Custody Petition for Child Welfare
Adoption
Cudody Petit
Emancipation Petition
Expedited PSS Petition \
Expungement Petition HIR : . : H
Sty Fill in all identifying information for your new
Judicial Bypass H H * H
N FG E e i case. All Fields with an * are required. Select
g;fmﬁ‘?‘w“nﬁw Cause the drop down box to select the correct
Petition document type that you will be filing. Select
Petition for Protective Order
Petition to Marry Save Case when completed.
Restoration Term Parent Rights
Shelter Request \ j
Substantiations

| Termination of Parental Rights —
\oluntary Relinguishment

L |
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B eFile Batch Detail - Google Chrome == X
& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2160
eFile Batch Detail
eFile Batch Id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training? Created DateTime 06-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases
District Office Incident(s) EditAdd Newlinc Remove
B New Case Petunia Pig \ernal INCIDENT(S) REQUIRED Use New Inc link. -+ ﬁ
( At the bottom select the \
red Click to View Error Next select the New Incident + sign.
Message. This message This will start the creation of the new
tells you what needs to be incident based off of the document
completed before the case type you selected earlier.
Party Info - ,
and incident can be filed.
Document Info \ )
Document ID 1769 Sub Type Custody Petition
Document Title Custody Petition Document Type Petition
INCOMPLETE DOCUMENT Add PDF Document

Error Message(s) x]

* INCIDENT(S) REQUIRED Use New Inc link
* INCOMPLETE DOCUMENT Need to Add PDF Document
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) Add Incident To Case - Google Chrome

& https://juvenile.utcourts.gov/efiling/EfileBatchincidentEdit?mode

a 61 8&dor
Add Incident To Case
eFile Case Inc Id [NEW]
Name Petunia Pig

All Fields with (*) are required.

Choose Type ®' Child Welfare

District Office* ‘ernal v

County of Offense* UINTAH v

Agency* Juvenile Court ¥

Incident Description* CHILD WELFARE PROCEEDING
PS§S? Check if Yes

Intake Decision Child Welfare v
Child Removal Date (MM-DD-YYYY) u
Petitioner DCFS v

Save Incident

{

This is the start of your incident creation. Most fields are completed for you based off the document
type you selected earlier. However, you can make changes if needed by selecting the drop down box.
Select Save Incident when you have completed this process.

\. J
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a eFile Batch Detail - Google Chrome

| (. S’
—_—— -
& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2160
eFile Batch Detail
eFile Batch Id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training7 Created DateTime 06-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases
Case Info
District Office Incident(s) Edit/Add New Inc Remove
B New Case Petunia Pig Vernal Inc S ﬁ
Here you can see your
incident has been created.
Again you can see that the Click
Party Info IEETITIZTE to View Error Message is red.
Document Info Click on it.
Document ID 1769 b Type Custody Petition
Document Title Custody Petition ocument Type Petition
INCOMPLETE DOCUMENT i Add PDF Document e
Error Message(s) 3]

* INCOMPLETE DOCUMENT Need to Add PDF Document

The Error message is telling you that you need to
upload a Document. Next you need to file the
Petition for the Incident you created.
Select the Add PDF Document.
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B Add eFile Document - Goaogle Chrome | =alE X

& https://juvenile.utcourts.gov/efiling/Ac

Add PDF Document

Document must be PDF
Maximum Document Upload Size 5 MB

Attach Additional PDF Document
File * _Choose File | No file chosen

T Attach PDF Document

First select Choose File. Find the
uploaded document you wish to
file. Then select Attach PDF

Document.
.

eFile Batch Detail
eFile Batch Id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training7 Created DateTime 06-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases

Case Info I GLrEE Create New Case
Edit Case # Case Name District Office Incident(s) EditAdd Newlinc Remove
B New Case Petunia Pig “ernal Blnc + lﬁ

Notice the red Error Message box at the bottom of the screen is gone. You have completed the necessary
steps to file a new case and new incident in CARE (you have not eFiled yet). At this point you could create
another new case, such as a sibling or add an existing case and create a new incident. However, Party
information is still needed. Select the Create New Party.

\_

Party Info EETIRTE €

Document Info

Document ID 1769 Document Sub Type Custody Petition
Document Title Custody Petition Document Type Petition
Filed/Created By training7 View PDF o

EL ST T R Ml Go Back to Batch Lookup
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a eFile Party Popup - Google Chrome ] E@]ﬂ_ﬁi
& https://juvenile.utcourts.gov/efiling/EfilePartyPopup?r 1=0 55964645344
Efile Party ID New
First Name * Miss Date of Birth EIECT v |
Middle Name Gender Female v
Last Name * Piggy Race No Contact v
Suffix Ethnicity Not Latino/Hispanic ¥
Phone 435 |[7890000 Physical Same as Mail
Mailing Address 1 123 Piggy Street Physical Address 1 Fill in as much information as
Mailing Address 2 Physical Address 2
atig iy —— you have on the party.
Mailing State Utah v Physical State Utah v
Mailing Zip 84078 Physical Zip Se I ect Create ’

& erile Batch Detail - Google Chrome E@é

& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2
eFile Batch Detail

eFile Batch Id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training7 Created DateTime 06-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases

Case Info RIECLrIE Create New Case

Edit Case # Case Name District Office Incident(s) Edit/Add New Inc Remove
E New Case Petunia Pig ‘ernal E,M e ﬁ

Here you can see that the party has been
added but needs to be associated to the

Party Info .
Edit __eParty# __ Party Name Associated Case(s) case. That is what the red Error Message
B 7 Miss Pigpy Link this Party to Case(s) ( ) . . o
tells you. Click on the blue Link this Party

\ to Case. )
i Document Info i
Document ID 1769 Document Sub Type Custody Petition
Document Title Custody Petition Document Type Petition
Filed/Created By training7 View PDF o

Click to View Error Messages Go Back to Batch Lookup
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n eFile Batch Detail - Google Chrome

= | |

Party Name Miss Pigpy
74

eParty Id

\_

& https://juvenile.utcourts.gov/efiling/Efile eBatchid
eFile Batch Detail
eFile Batch Id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training7 Created DateTime D6-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases
Case Info I sala.bla =
WEdit  Case# Case Nal EdivAdd _New Inc__Remove
New Case Petunia Pi + i}

v e Petunia Pig ( v | 6_
Mother :
Father
Guardian
H H Brother
Check the box Related if the party is Sister
‘ Grandmother ﬁ
Grandfath
related. Select the drop down box to | et T
% Step Mother
1 Step Father
choose how the party is related. Once e Boris —
Step-brother
completed select the Add/Update. Aunt.
FOSTER PARENT MOTHER Type Custody Petition
FOSTER PARENT FATHER = Petition
) FOSTER PARENT -
Wife o
Husband >
<
B efile Batch Detail - Google Chromg” (o~ & =
& https://juvenile.utcourts.gov/ef atchDet
eFile Batch Detail
eFile Batchld 2160 eFile For Firm User Attrney General v Status Incomplete
Created By training? Created DateTime 06-14-2016 10:41.07 AM Alert Date
Note Create New Case Record from myCases
Case Info
Edit Case # Case Name District Office Incident(s) EditAdd NewInc  Remove
New Case Petunia Pig \emal s + [
Here you can see that Miss Piggy
is associated to Petunia Pig.
Party Info
H Edit  eParty # Party Name Associated Case(s) Remove
Create all parties to the case. TR ===~y <
Document Info
Document ID 1769 Document Sub Type Custody Petition
Document Title Custody Pettion Document Type Petition
Filed/Created By training7 View PDF @ a
&RewmtoMyefies v
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g eFile Batch Detail - Google Chrome [ S—— - = |l=] X

& https://juvenile.utcourts.gov/efiling/EfileBatchDetai
eFile Batch Detail
eFile Batch id 2160 eFile For Firm User Attorney General v Status Incomplete
Created By training7 Created DateTime 06-14-2016 10:41:07 AM Alert Date
Note Create New Case Record from myCases
Case Info
Edit Case # Case Name District Office Incident(s) Edit/Add New Inc Remove
E New Case Petunia Pig \ernal Bln: + ﬁ

Party Info B0

Edit eParty # Party Name Associated Case(s) Remove
B = Miss Pigpy Petunia Pig i

Document Info

Document ID 1769 Document Sub Type Custody Petition
Document Title Custody Petition Document Type Petition
Filed/Created By training? View PDF ] B

eFile & Return to My eFiled v Go Back to Batch Lookup

You are now ready to eFile your new case and new incident with the court. You could still Create a New Case or add an Existing case.
You could create additional parties. Once your filing is complete and you have no Error Messages you will select eFile. Remember your
case is only a pseudo case until the Court Clerk completes the filing.
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ﬂ My eFiled - Google Chrome

£ https://juvenile.utcourts.gov/efi

==

My eFiled
Status

® My eFiling "' Firm eFiling

for Firm User: ¥

ng/MyEFile?m=save

Case #

| Filed Last(10 Days) ¥ Open/Recent Updates Last(3 Days)

Filed Date Range

End

start ]|

Doc. SubType

Filed Date View Completed Date Time Case #
Queue Title Filer Hold Date Doc Status Userid Incident(s) # Notes
Create Info Custody Petition 06-15-2016 Create Info Petunia Pig (NEW)
Custody Petition training? New Inc
:._ Review Motion 01-06-2016 View New Filing
test link training7

Sanford Sharpie (1004313)
46

Once you have eFiled your new case and incident, it will take you
to My eFiled screen. You can see that you have a New Case with
Petunia Pig and a New Incident with the Doc. Sub Type of Custody
Petition. The Status is Create Info. This will change once the filing

\ has been accepted.

J

To Create a New Incident on an Existing Case please see next page.
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CREATING A NEW INCIDENT ON AN EXISTING CASE

You will use this process when you want to file a new incident on a case that already exists in CARE.

EBArE

Attorney
General

New =3
Existing
Case

This syst

<<<

eFile New

Last Case(*_— Last pn

CARE Icons

UPDATES
Releases
mail HelpDesk

First select eFile New. Then
Select Existing case.

u Search/Add Case - Google Chrome -

= | [ |l |

t

You can search by case number or first name and last name. Select
find. Your search will appear in the bottom half of the screen.
Select the correct case by clicking on + under Add.

& https://juvenile.utcourts.gov/efiling/EfileCaseSearchAdd
Usegr ID training7 User Agency Firm
Sel h Type My Assignments ¥ User Services All Assignments ¥
Search My Cases ® Case# /1004212 & Date of Birth Range
(Name) First: - Last: Start (MM-DD-YYYY) u End (MM-DD-YYYY)
Search New Case Case # (Name) First: Last:
Case Name DOB Gender District Office Address Info Add
1004313 Sharpie, Sanford D 02-28-2000 M Out Of State UNDELIVERABLE 5 12 2010 -
TESTVILLE OH 84888
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B eFile Batch Detail - Google Chrome W ———

& https://juvenile.utcourts.gov/efiling/EfileCaseS

==

eFile Batch Detail

eFile Batch Id 2246 eFile For Firm User Attorney General v
Created By

Note

training7 Created DateTime

08-16-2016 04:27:16 PM
Creating efile Batch record from New

[o-T1 W11 {e} Add Existing Case [f Create New Case

Verbiage

Document Info

Status

A

Edit Case # District Office Incident(s) Edit/Add Newlinc Remove
1004313 Sanford D Sharpie Out Of State ﬁ
Error Message(s) =

* INCOMPLETE MISSING DOCUMENT need to Add PDF Document or Add Proposed

Incomplete
lert Date

-

Notice that the Click to View Error Messages in\

red appears. The Message is telling you that
you need to upload a PDF document or Add
proposed verbiage. You are creating a new

INCOMPLETE MISSING DOCUMENT
—_—

Click to View Error Messages | Go Back to Batch Lookup

incident so you are likely uploading a petition.
Select the Add PDF Document.

T /

ﬂ Add eFile Document - Google Chrome

& https://juvenile.utcourts.gov/efiling/AddEf

Add PDF Document

Document must be PDF
Maximum Document Upload Size 5 MB
Document Type * Petition (Legal Juvenile) v
Petition not created in CARE. Private Petitions, Information, Child Welfare Petitions, Petitions for
Emancipation, Expungement Petitions, Abortion Petitions, etc.

Doc Sub Type * [ v
- (

Document Title ™

File * Adoption

| Substantiations
Judicial Bypass

| Motion for Expedited Placement

| Information Filed

| Custody Petition

etition

Y ry Relinguishment

| Termination of Parental Rights

| Restoration Term Parent Rights
Em ipation Petition

S Petition to Marry

ch PDF Document

|
| Order to Show Cause

| Expungement Petition
i Petition for Protective Order
| Expedited PSS Petition

Attorney Case/Incident Creation

\_

\

Select your Document Type. Next select your Doc Sub
Type based on the type of incident you are creating and
filing. Title your Document. Choose your file and select

Attach PDF Document.

J
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ﬂ eFile Batch Detail - Google Chrome s o @Eﬂ

& https://juvenile.utcourts.gov/efiling
eFile Batch Detail

eFile Batch Id 2245 eFile For Firm User Attorney General v Status Draft
Created By training7 Created DateTime 06-16-2016 04:27:16 PM Alert Date
Note Creating efile Batch record from New
Case Info
Edit Case # Case Name District Office Incident(s) EditAdd NewlInc Remove
1004313 Sanford D Sharpie Satt Lake City INCIDENT(S) REQUIRED Use Edit/Add or New B + u‘ﬂ

Inc links. T *

It is now telling you that an incident is required. You could either add this

document to an Existing Incident or Create a New Incident. For this training
we are going to create a New Incident. Select the + under New Incident.

Document Info

Document ID 1822 Document Sub Type Petition
Document Title Petition for Cusotdy Document Type Petition
Filed/Created By training7 View PDF ﬁ f:

Click to View Error Messages Go Back to Batch Lookup

-
Add Incident To Case - Google Chrome ¢ = e e @@ﬁ
& https://juvenile.utcourts.gov/efiling/EfileBatchincidentEdit?mode=cr : | I 2618 S =1 leBatchl
Add Incident To Case
eFile Case Inc Id INEW]
Name Sanford Sharpie

All Fields with (*) are required

Choose Type ® Child Welfare

District Office* \ernal v
County of Offense* UINTAH v
Agency* Juvenile Court ¥ (
Incident Description* CHILD WELFARE PROCEEDING
pss? G Based on the Document Sub. Type you selected
Intake Decision Child Welfare ¥ . . .
e kDY o| your incident is created. You can make changes by
Petitioner DCFS X H H
selecting the drop down boxes if necessary. Select
T Save Incident.

- J
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7 eFile Batch Detail - Google Chrome

(==X

) https://caredev.utcourts.gov/efiling/EfileBatchDeta

eFile Batch Detail
eFile Batch Id 2890 eFile For Firm User Attorney General ¥
Created By training? Created DateTime 07-27-2016 10:21:30 AM
Note Creating efile Batch record from New

[o-XXW 1 {e¥ Add Existing Case [ Create New Case (
Edit Case # Case Name District Office Incident(s)
1004313 Sanford D Sharpie Provo

Status Incomplete

Alert Date

EdiAdd  New Inc__Remove

Case.

Let’s create another new case to add
to this filing. Select the Create New

Document Info
INCOMPLETE MISSING DOCUMENT

Click to View Error Messages Go Back to Batch Lookup

Height (ft. in.)

First fill in the name, DOB, Gender, phone, race and ethnicity for the new case.
Second, if the address is the same as Tony Tiger Select the populate address/phone
from drop down box. Here you can select which party address’ you want to use
and it will back fill that information for you. Select Save Case.

eFile Batch Case Edit - Google Chrome - ==y X
B https://caredev.utcourts.gov/efiling/EfileBatchCaseEdit?mode=create8efileBatchld =289 27
All fields with (*) are required.
eFile Case ID [NEW) Home District Office * Frovo v |  Populate Address/Phone From| Sanford Sharpie ¥ |
i = amy » deli 512 2010
First Name Tommy Street Address Undeliverable S 12 201 d -
Middle Name Apt/iPO Box/Suite
Last Name * Tiger City * testville
Date of Birth * 05-D6-2004 [P State * Utah v
Gender * Female v Zip* 84888
Phone * 4351234500 County * Utah v
Race * White v
Ethnicity * Not Latino/Hispanic ¥
Weight (Ibs.}

Attorney
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eFile Batch Detail - Google Chrome

& https://caredev.utcourts.gov/efiling/EfileBatchDetail?efileBatchld =2

~ eFile Batch Detail

eFile Batch Id 2890 eFile For Firm User Attorney General v Status Draft

Created By training7 Created DateTime 07-27-2016 10:21:30 AM Alert Date

Note Creating efile Batch record from New

Case Info

Edit Case # Case Name District Office Incident(s) Edit/Add Newlinc Remove
1004313 Sanford D Sharpie Provo ™ - ]

[g New Case Tommy Tiger Provo @Inc + [Tﬂ

You are now ready to eFile your cases.

Select eFile.
Party Info
Document Info
Document ID 2397 Document Sub Type Custody Petition
Document Title ‘erified Petition for Custody Document Type Petition
Filed/Created By training7 View PDF u'n' =

& Return to My Filed v Go Back to Batch Lookup

You could add another Existing Case or Create another New Case using the same process.

If you have any questions contact your CARE Trainer in your district.
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